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Overview
Trigger:

Agency payroll staff wants a report showing the beginning leave balances for the year.

Business Process Procedure Overview

This lists the beginning balances of each type of leave for the leave year shown on the report.

This report may be run once the processing for leave yearend is completed. The information on
the report will remain the same until processing occurs for the next leave yearend.

Procedural Steps

1. Access transaction by:

Via Menu Time Entry Operator > Leave Yearend > CYE Beginning Balances

Via Transaction Code | Z CYE_BEG_BALANCES

Via Favorites Menu CYE Beginning Balances

Double click on “CYE Beginning Balances” and the following screen will appear:
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Input — Available Fields

Field Value

Payroll area

uUB

Payroll period

Not Applicable

Personnel number

Employee Identification Number of the employee or employee’s

Organization key

Agency, Low Org, and Distribution Code

Page breaks Yes or No
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Payroll area. The screen defaults to the correct area, UB.

Pay period. The screen has the selection of current period or other period however, the
report lists the same information throughout the entire leave year. The report will remain
the same until processing is completed for the next leave yearend.

The “Personnel number” field may be used to select specific employees by
entering the employee identification numbers. Enter more than one EIN by clicking
on the arrow box next to the “Personnel number” field. A box appears that allows entry of
multiple EIN’s. The “Personnel number” field should be left blank if using the agency
“Organization key”.

The “Organization key” field allows entry of the Agency code followed by a blank
space, the Organization code and the Distribution code to specify a selection of
an employee group. Use the wild card symbol, *, in the selection criteria to get all
employees within the same org. For example, to print the report for all employees in
agency 100 and org with 0420, enter 100(space)0420*. Enter multiple organization keys
by clicking on the arrow box to the right of the “Organization key” field. A box appears
that allows entry of multiple individual organization keys or a range of organization keys.
The example below shows entries for selecting employees in agency 100, org 0420, and
any distribution code.
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1.6 The “Page Breaks” buttons create a page break after each org change or not

create any page breaks. The default is “Yes” create page breaks.

1.7 Click on the Execute button in the upper left area that looks like a clock to view
the report. An example of the report is below.
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Report of Beginning Leave Balancas
Report Ho: T HA_CYE LEAWE_REG EALAKCES Etate of Ltah Pane | [«
Beginning Balances Aun Date:; ASM10/2004 |:
for 2004 Aun Tine: 13:53:14
Aoency  1A0
Conu Exces=
l:II“I; Dist ELM Employee Hame Annual sick S1ck I:-I'll'lp Hours
0420 DROE 108049 Baher, Maurice 3E0.00  1,TE3.00 32000 v} g0 B0
0420 DBOA 112048 Curiisz, Beorge 226,00 1,384.00 220,00 72,75 27.50
G420 OBEA 138361 Dewenport, Dominic 120,25  1,242.00 320,00 8O s
E433 BEER 11470 G111etta, Hanna oA3 .50 $16.00 160. 00 B0, B0 5.50
0420 OROB 107465 Havermyer, Charlanayne 26 A6 24006 200 AR A 778
0420 DBOE 115966 Honroe, Hadiscon 148,50 207 60 13886 40, A0 3
0420 DBOE 12B4E3 Paterson, Jacob 10050 91.00 i} 0.5 [t}
0420 DROA 131207 Reisenbacher, Irens 77.50 473,00 & 50 o 2800
0420 OBER 11083 Scofiald, Eeatrix 360.00 2,054 .00 320. 0 .BO BH. 60
G423 BREE 120661 Truiillo, Jose 32.50 330.25 1] A0, B0 .BO
0430 DEEE 116230 Warner, Franchesca 24 50 118.50 il e e
Total for OAG 0420 Employees 11 110926 g, 90928 1,056 60 11300 20000
Total for ABY 168  Esplorees 11 2,1968.25  §,989.25  1,956.50 313, 80 2908, 60
Grand Total Enployees 11 2,108 25 4,009 25 1,956 5O 33 A 208 BQ =
[]
[a][#][ — ][]
| B ety 0y b)) Duke  OVR

1.8 To print the report, click on the print icon, or choose List > Print from the screen
heading toolbar.
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2 The report heading contains the following information:

>
>
>
>
>
>

The report number

The report title

Page number

Date the report was run
Time the report was run

Agency number

2.2 The columns on the report are listed below with a brief description.

Org
Dist
EIN
Empl

Annu

Sick

oyee Name

al

Conv Sick

Comp

Excess Hours

Total

for ORG

The employee’s home org.

The employee’s distribution code.
The employee’s identification number.
The employee’s name.

The employee’s beginning annual leave balance
as of pay period 01 for the year being reported.

The employee’s beginning sick leave balance
as of pay period 01 for the year being reported.

The employee’s beginning converted sick leave
balance as of pay period 01 for the year being
reported.

The employee’s beginning comp time balance
as of pay period 01 for the year being reported.

The employee’s beginning excess leave
balance as of pay period 01 for the year being
reported.

Total number of employees in the org with leave
balances. Subtotal of leave by org.
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Total for AGY

Grand Total

Total number of employees in the agency with
leave balances. Total of leave by agency.

Total number of employees on the report.
Grand total of leave for the report.
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